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IF/IPSF Visit Policy 

ISAF 

 

COMMUNICATION OF PLANNED VISITS: 

 

ISAF should inform Rio 2016™ of its intention to visit at least 30 days prior to 

each visit. This request must include the following information: 

 Names and positions of ISAF members participating in the visit (it is 

important to indicate if there are any additional participants who will not 

use Rio 2016™ resources for the visit). 

 Intended arrival/departure dates. 

 Official visit days requested with Rio 2016™ (excluding days when ISAF 

representatives may be working with the National Federation or involved 

in other activities). 

 Entry visa requirements for participants – Rio 2016™ will assist in securing 

courtesy entry visas. 

 If ISAF requires, it may invite the National Federation to take part in the 

visit. 

 List of proposed topics to be discussed. 

 Special requests, such as accessibility needs, number of wheelchair users, 

food allergies, etc. 

 

AIR TICKETS: 

 

Rio 2016™ awarded a total number of air tickets to each IF and IPSF, for use 

during the full preparation period up to the Games, based on the complexity of 

their programme given the following considerations – whether an IF is also an 

IPSF, whether the planning involves more than one discipline/venue, whether 

the planning involves more than one sport. 
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The total number of air tickets for ISAF including participation in Test Events, 

will be up to 10.   

 

The use of the total number of official air tickets will be decided at ISAF´s 

discretion, in agreement with Rio 2016™, allowing the flexibility to decide how 

to best use the number of tickets allocated. 

 

 Type of tickets – Business class. 

 

 Reimbursement - ISAF will purchase all tickets and be reimbursed by Rio 

2016™ following advance approval of the ticket price, before purchase, 

by Rio 2016™.  Please see details in the Reimbursement section. 

 

 Departure location: The value of the air ticket will be calculated 

generally according to the city of residence of the ISAF delegate 

concerned, subject to the approval of Rio 2016™. 

 

 Distribution of air tickets over time: Rio 2016™ requests that, when 

possible, ISAF spread its visits throughout the years leading up to the 

Games. This is requested in order to secure adequate budget funds to 

cover all visits during any particular year. 

 

 Air tickets provided for visits prior to January 2013: IFs/IPSFs that 

have visited Rio de Janeiro prior to 2013 using Rio 2016™ resources will 

have the number of tickets used deducted from the total amount.  

 

ISAF has not used any air tickets for official visits and therefore will have 

its total number of air tickets 

 

 Special cases: In exceptional circumstances during the preparation of the 

Games, should ISAF wish to ask for special consideration for an addition 

to the total number of tickets provided, it may request a review by the 

Rio 2016™ Sport Department. This request must include the specific 

reasons and planning necessities that render the number of tickets 

provided insufficient in any particular year. 

Additionally, should Rio 2016™ deem necessary to request the visit from 

ISAF after it has already exceeded its total number of allocated tickets, 

Rio 2016™ will do so with the understanding that the ticket costs will be 

its responsibility and not ISAF´s. 
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ACCOMMODATION: 

 

 Number of hotel nights: In principle, each IF/IPSF will receive a total of 

three hotel nights per air ticket allocated.   

 

The total number of hotel nights allocated to ISAF is 30.  

 

 Category: Rio 2016™ will be responsible for accommodation at a three 

star hotel located close to the Rio 2016™ offices. 

 

IF/IPSF Presidents, Vice-Presidents and Secretary Generals will be 

accommodated at a minimum of four star hotels, pending availability. 

Should another member of the IF/IPSF be traveling with the President, 

Vice-President, or Secretary General the accompanying representative 

will stay at the same hotel. 

 

 Distribution of hotel nights per visit: ISAF will decide on the number of 

hotel nights to be used per visit, allowing flexibility to plan shorter or 

longer visits as required within the total number. 

 

 Accommodation provided for visits prior to January 2013: IFs/IPSFs 

that visited Rio de Janeiro prior to 2013 using Rio 2016™ resources will 

have the number of hotel nights already used deducted from the total 

amount allocated.  

 

ISAF has not used any hotel nights for official visits and therefore will 

have its total number of hotel nights 

 

 Special Cases: In exceptional circumstances during the preparation of the 

Games, should ISAF wish to ask for special consideration for an addition 

to the total number of hotel nights provided, it may request a review by 

the Rio 2016™ Sport Department. This request must include the specific 

reasons and planning necessities that render the number of hotel nights 

provided insufficient in any particular year. 

Additionally, should Rio 2016™ deem necessary to request the visit from 

ISAF after it has already exceeded its total number of hotel nights, Rio 

2016™ will do so with the understanding that the costs associated with 

the hotel nights will be its responsibility and not ISAF´s. 
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GROUND TRANSPORTATION: 

 

 Hotel/Airport transfer: Rio 2016™ will provide transfers from and to the 

airport for all those participating in official visits. 

 

 Other transportation: Rio 2016™ will provide all transportation for 

meetings and site visits. Transportation for leisure and other activities, 

unless scheduled by Rio 2016™, will not be provided.   

 

 

MEALS: 

 

 Breakfast: Included in the hotel daily rate. 

 

 Lunch and Dinner: Provided for official visit days.  

 

 

REIMBURSEMENT: 

 

AIR TICKETS: 

 Once the visit request has been sent and a travel itinerary has been 

selected by ISAF, the travel information, along with the total value of the 

return ticket must be send to Rio 2016™ for approval. 

 The value of the ticket must be sent in US Dollars. 

 Once Rio 2016™ has approved the ticket prices, ISAF can purchase such 

tickets. 

 Once purchased, any changes made to the ticket will occur at ISAF´s 

expense unless this change is solicited by Rio 2016™. 

 Related documents confirming the purchase of the air ticket and the 

total value must be attached to an invoice and sent to Rio 2016™ after 

the conclusion of the visit. 

 

ACCOMMODATION: 

 Hotel accommodation with breakfast included will be arranged and paid 

for by Rio 2016™. 

 

MEALS: 

 The cost of meals (lunch and dinner) will be covered by Rio 2016™. 
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 This cost is offered for official visit participants during the agreed upon 

visit dates and for occasions where a member of the Rio 2016™ Sport 

Department is not present to pay for the meal. 

 A meal receipt must be attached to an invoice and sent to Rio 2016™ 

after the conclusion of the visit. 

 

IF/IPSF INVOICE: 

 Rio 2016™ recommends that only one invoice be sent for all visit-related 

expenses (air tickets and meals) AFTER the conclusion of the visit. 

 The invoice must be under ISAF´s name. Rio 2016™ will not make 

payments directly to visit participants. All reimbursements will be made 

directly to ISAF, which in turn must reimburse its representatives for any 

incurred expenses. 

 The invoice must include the following information: 

o Description of the items with the individual value for each in US 

Dollars 

o Total value of all expenses in US Dollars 

o Receipts or other documents proving the individual expenses must 

be attached to the invoice. 

o Bank information for wire transfers 

 The Rio 2016™ Sport Department will review and approve the invoice. 

Once approved this invoice will be sent to the Finance Department, 

which will authorize payment to ISAF within 10 working days. 

 All payments will be made in US Dollars 

 

 

OTHER INFORMATION: 

 

 National Federations: Should ISAF wish to invite the National Federation 

or other representatives from related sport organisations to take part in 

meetings, Rio 2016™ kindly asks to be informed in advance in order to 

schedule sufficient space for meetings and adequate transportation for 

site visits.  

 

Rio 2016™ will not be responsible for any expenses related to the 

participation of these guests. 

 

 Stay in Rio outside official visit days: All arrangements and expenses 

outside the official visit days will be the responsibility of ISAF. 
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 Holidays: The Rio 2016™ Sport Department asks that visits are avoided 

during national holidays and festivals. This is requested in order to 

guarantee availability of suitable accommodation and ensure the 

optimum productivity of the visits. 

 

 Other participants: Should ISAF bring to a visit additional representatives 

that are not using air tickets or hotel accommodation provided by Rio 

2016™, ISAF shall also be responsible for the meals and airport transfer 

arrangements for this person. 

 


